
AIS Manual GCSS-A/T PBUSE EM 
1 January 2003 

 
 
SECTION 10.  ACTIVITY REGISTER 
 
10.1  Activity Register Overview.  The Activity Register is an historic record of the 
supply and property transactions that have processed and posted.  This function 
provides the capability to search, view and/or print a report of these transactions, to 
reverse Receipt or Asset Adjustment transactions that were input erroneously, and to 
view input transactions.  From the SPR-Module Main Menu, click Activity Register to 
display the Activity Register menu (Figure 10.1-1).    
 

 
Figure 10.1-1   SPR-Module Main Menu, Activity Register Menu 
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10.2 Activity Register and Inactive Activity Register Reports.  There are four functions 
on the Activity Register menu that provide the capability to search and view the 
Activity Register information in a detailed report format (Figure 10.2-1).    
 

 
Figure 10.2-1   Activity Register Report Screen, Prime Record Tab 

 
a. Click the Activity Register Report (All) option to display the Activity Register 

Report for all active (open) transactions. 
 
b. Click the Activity Register Report (A0) option to display the Activity Register 

Report for all active (open) Request (DIC A0_) transactions. 
 
c. Click the Inactive Activity Register Report (All) option to display the Activity 

Register Report for all inactive (closed) transactions. 
 
d. Click the Inactive Activity Register Report (A0_, ZRL, ZRI) option to display 

the Activity Register Report for all inactive (closed) Request, Lateral Transfer, or Asset 
Adjustment Transactions.   
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10.2.1  Search the Activity Register or Inactive Activity Register Reports.  The Search 
button provides the capability to search for specific records based on the search criteria 
entered by the user.    
 

a. Click the Search button and then click the Column Name LOV to display the 
search options available (Figure 10.2-2). 
 

    
Figure 10.2-2   Activity Register Report Search, Column Name LOV 
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b. Finish entering the search criteria and then click the Execute Query button to 
display the search results (Figure 10.2-3).    
 

 
Figure 10.2-3   Prime Record Tab with Search Results 
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10.2.2  View the Activity Register or Inactive Activity Register Reports.  The Activity 
Register Reports have buttons, scroll bars, and tabs to be used as navigation tools 
while viewing records. 
 

a. Buttons:  Use the list control buttons Previous or Next to highlight the desired 
Document Number record for display of a detail record.  Use the list control buttons 
Previous Page or Next Page to page through the report.  

 
b. Scroll Bars:  Use the Arrow buttons on the scroll bars to display additional 

Document Number information.  The detail record appears on the bottom portion of the 
screen and reflects details for the highlighted record.  

 
c. Tabs:  Use the Activity Register Report tabs to view additional details for the 

highlighted Document Number record. 
 

 (1) Click the Prime Record tab to display summary information for the 
highlighted Document Number (Figure 10.2-4).  Use the scroll bars to display additional 

formation. in
 

 
Figure 10.2-4   Prime Record Tab 
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(2) Click the Request tab to display request information for the highlighted 
ocument Number (Figure 10.2-5). D

 

 
Figure 10.2-5   Request Tab 

 
(3) Click the Supply Status tab to display the latest supply status information 

for the highlighted Document Number (Figure 10.2-6). 
 

 
Figure 10.2-6   Supply Status Tab 
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(4) Click the Cancellation tab to display a request for cancellation and follow-
up information for the highlighted Document Number (Figure 10.2-7). 
 

 
Figure 10.2-7   Cancellation Tab 

 
(5) Click the Shipment Status tab to display shipment status information for 

the highlighted Document Number (Figure 10.2-8). 
 

 
Figure 10.2-8   Shipment Status Tab 
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(6) Click the Receipt tab to display receipt information for the highlighted 
Document Number (Figure 10.2-9). 
 

 
Figure 10.2-9   Receipt Tab 

 
(7) Click the Turn In tab to display turn in information for the highlighted 

Document Number (Figure 10.2-10). 
 

 
Figure 10.2-10   Turn In Tab  
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d. To produce hard copies of the report, click the Print button and Open the file 
using Microsoft Excel.  Once the report is displayed in Microsoft Excel: 

  
 (1) Click File (located on the toolbar) to display the File Menu. 
 
 (2) Click Print and select the desired printing options. 
 
 (3) Click OK to print the listing.  
 

(4) Click Close to exit from Microsoft Excel. 
 
NOTE:  For further assistance on the search or print functions, see Section 4. 
 
 e. To generate a zipped (compressed) file of an entire report for downloading (that 
can later be viewed and/or printed) click the Prime Record tab and scroll to the bottom 
to display the buttons (Figure 10.2-11). 
 

 
Figure 10.2-11 Prime Record Tab  

 
  (1) Click the Entire Report button to display the Generating Report… 
message (Figure 10.2-12). 
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Figure 10.2-12 Generating Report Message 

 
 (2) Click the Continue button to generate the zipped (compressed) file of the 
report.  Once the file is generated it is available for downloading using the Download 
Entire Report menu option (see section 10.6).   
  
10.3  Transactions Affecting/Not Affecting Property Book Balance Reports.  There are 
two Activity Register menu options that provide the capability to search and view audit 
trail information in transaction formats. 
 

a. Click the Trans Affecting PB Balance option to display those transactions that 
have processed and posted to the Property Book (Figure 10.3-1).    
 

 
Figure 10.3-1   Trans Affecting PB Balance Screen 

 
NOTE:  Only transactions posted on the current business day are displayed.   
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b. Click the Trans Not Affecting PB Balance option to display those transactions 
that have processed, but do not affect the Property Book (Figure 10.3-2).     
 

 
Figure 10.3-2   Trans Not Affecting PB Balance Screen  

 
NOTE:  Only transactions posted on the current business day are displayed. 
 

c. To produce hard copies of the report, click the Print button and Open the file 
using Microsoft Excel.  Once the report is displayed in Microsoft Excel: 

  
 (1) Click File (located on the toolbar) to display the File Menu. 
 
 (2) Click Print and select the desired printing options. 
 
 (3) Click OK to print the listing.  
 

(4) Click Close to exit from Microsoft Excel. 
 
NOTE:  For further assistance on the search or print functions, see Section 4. 
 
 d. To generate a zipped (compressed) file of an entire report for downloading (that 
can later be viewed and/or printed): 
 

 (1) Click the Entire Report button to display the Generating Report… 
message  
 
 (2) Click the Continue button to generate the zipped (compressed) file of the 
report.  Once the file is generated it is available for downloading using the Download 
Entire Report menu option (see section 10.6).   
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10.3.1  Search Trans Affecting/Not Affecting PB Balance.  The Search button provides 
the capability to search for specific records based on the search criteria entered by the 
user.    
         

a. Click the Search button and then click the Column Name LOV to display the 
search options available for Transactions Affecting PB Balance (Figure 10.3-3) or for 
Transactions Not Affecting PB Balance (Figure 10.3-4). 
 

 
Figure 10.3-3   Trans Affecting PB Balance Search, with Column Name LOV  

 
 

 
Figure 10.3-4   Trans Not Affecting PB Balance Search, with Column Name LOV 
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b. Complete the search criteria and then click the Execute Query button to 
display the search results. 
 
NOTE:  Only transactions posted on the current business day are displayed.  
 
10.3.2  View Trans Affecting/Not Affecting PB Balance.  The Trans Affecting/Not 
Affecting PB Balance Reports have buttons, and scroll bars to be used as navigation 
tools while viewing records. 
 

a. Buttons:  Use the list control buttons Previous or Next to highlight the desired 
Document Number record.  Use the list control buttons Previous Page or Next Page to 
page through the report.  

 
b. Scroll Bars:  Use the Arrow buttons on the scroll bars to display additional 

records (if available).   
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10.4  Reversal.  This process provides the capability to reverse Receipt and Asset 
Adjustment transactions that were processed erroneously.  From the SPR-Module 
Main Menu, click Activity Register and then click Reversal to display the Reversal 
screen with transactions that may be reversed (Figure 10.4-1).   
 

 
Figure 10.4-1   Reversal Screen 

 
a. The Reversal screen displays Receipt and Asset Adjustment transactions that 

have previously processed and posted to the Activity Register.  Use the list control 
buttons (First, Previous, Next, Last) to view additional transactions.   

 
b. To search for specific records: 
 
 (1) Click the Search button to display the Reversal Search screen. 
 

 
Figure 10.4-2 Reversal Search 
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 (2) Type the desired search criteria. 
 
 (3) Click the Search button to display the results.    
 
c. To select a transaction for reversal, click the Reverse check box for the desired 

Document Numbers and then click the Save button (Figure 10.4-3) to process and post 
the Reversal to the Activity Register with a Manager Entry Code (MEC) of “R”.  

 
NOTE:  Reversal of previously processed Receipt(s) transactions will reestablish the 
due-in on the Activity Register. 
 

 
Figure 10.4-3   Reversal Screen, Check Box marked 

 
d. When finished with the Reversal screen, click the Close button to return to the 

SPR-Module Main Menu.  
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10.5  Input Transaction Report.  This option provides a listing of all transactions input to 
the system.  From the SPR-Module Main Menu, click Reports, and then click Input 
Transactions Report to display the report (Figure 10.5 -1). 
 

 
Figure 10.5-1   Input Transactions Report 

 
 a. To search for specific records: 
 

 (1) Click the Search button to display the search screen (Figure 10.5-2). 
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   Figure 10.5-2   Input Transaction Report Search Screen 

 
 (2) Click the Column Name LOV and click the desired name. 
 
 (3) Enter the search criteria. 
 
 (4) Click the Execute Query button to display the results.  
 
c. To produce hard copies of the report, click the Print button and Open the file 

using Microsoft Excel.  Once the report is displayed in Microsoft Excel: 
  
 (1) Click File (located on the toolbar) to display the File Menu. 
 
 (2) Click Print and select the desired printing options. 
 
 (3) Click OK to print the listing. 
 
 (4) Click Close to exit from Microsoft Excel.  

 
NOTE:  For further assistance on the search or print functions, see Section 4.  
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10.6 Download Entire Report.  This menu option provides the capability to download 
previously generated Activity Register zipped (compressed) files.  From the SPR-
Module Main Menu, click Reports, and then click Download Entire Report to display 
the Activity Register Downloads screen (Figure 10.6 -1).  
 

 
Figure 10.6-1 Activity Register Downloads 

 
NOTE:  Use of the Entire Report button on the Prime Record tabs of the Activity 
Register Report (All), Activity Register Report (A0_), Inactive Activity Register 
Report (All), and Inactive Activity Register Report (A0_, ZRL, ZRI) menu options 
created the zipped (compressed) files displayed. 
 
 a. To download a zipped (compressed) file: 
 
  (1) Right click the desired file link and click the Save Link As… option to 
display the Save As… screen (Figure 10.6-2). 
 

 
Figure 10.6-2 Save As… Screen 

 
  (2) Click the Save In LOV and click the desired location. 
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  (3) Click the Save button to save the zipped file. 
 

 d. To open a saved zipped (compressed) file for viewing and/or printing: 
   
  (1) Double click the saved zipped file icon and follow the WinZip prompts 

to unzip (uncompress) the file.   
 
  (2) Double click the unzipped file name to display the report in Microsoft 

Excel for viewing.  
 
  (3) Click file (located on the toolbar to display the File Menu for printing. 
 
    (a) Click Print and select the desired printing options. 
 
   (b) Click OK to print the listing.   
 
   (c) Click Close to exit from Microsoft Excel. 
 
 e. To delete all the listed zipped files: 
 
  (1) Click the Delete All button. 
 
  (2) Confirm deletion.  
 
  

22 CFR 125.4(b)(3) applicable 
10-19 


	SECTION 10. ACTIVITY REGISTER
	10.1 Activity Register Overview.
	10.2 Activity Register and Inactive Activity Register Reports.
	10.2.1 Search the Activity Register or Inactive Activity Register Reports.
	10.2.2 View the Activity Register or Inactive Activity Register Reports.

	10.3 Transactions Affecting/Not Affecting Property Book Balance Reports.
	10.3.1 Search Trans Affecting/Not Affecting PB Balance.
	10.3.2 View Trans Affecting/Not Affecting PB Balance.

	10.4 Reversal.
	10.5 Input Transaction Report.
	10.6 Download Entire Report.


